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Quick Reference Guide:

Spring Career and
Technical
Education

This guide explains how to identify
the 15-16 CTE Concentrators and
enter the Area of Concentration.

Topics included in this Quick
Reference Guide include:

e Identifying CTE
Concentrators

e Entering Area of
Concentration

e Entering Single Parent
information

Useful Reference

e Appendix M: Area of

Concentration
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The Spring Career and Technical Education
(CTE) Collection identifies those students
in grade 12 who have completed (or will
complete) at least 3 credits, 6 semesters,
or more of CTE coursework in any program

&

combination. This data is collected as part
of a district's Carl Perkins grant
requirement.

CTE credits may have been earned at
another high school. It may be necessary
to review transcripts for prior coursework.

Before beginning this process, consider the following:

1. Which students do | need to enter data for?

e Students are identified as CTE Concentrators in the spring of
their senior year. Students must be in grade 12 and have
completed (or will complete) at least 3 credits, 6 semesters, or
more of CTE coursework in any program combination. page 2

2. Is Career Path required?
e No. Career Path is not required for the 15-16 year. page 3
3. What does Student is a Single Parent mean?

e Student is a Single Parent should only be checked if the student

has a child or shares parenting of a child. page 3
4. Can | upload the data or does it have to be hand entered?

e Districts may upload their Spring CTE data or enter it by hand.

page 4
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DIRECT ENTRY

Click All Calendars at top of page
on green banner.

Index Search Help | Campus Search &

Select Year 15_16 and a ngh Year 15-16 - School Granite High School « Calendar 15-16 Granite High School +
Index Search Help Eampane et

SChOOI' Sezarch for 3 record being tracked in Campus by using search fizkds or by sslecti
Filter was crasted for 3 contsst other than the current (Example: A student filber
Student - “fou may search schookwids.
Click the Search tab. Select
Student Search
Student from the pull-down Last Name
. First Name
menu. Click Advan rch.
enu. Click Advanced Searc o e o Stusent Nomber
55N
Grade
Choose Grade 12 from the e 1
Student Search. S hd
StatelD
Person ID
Click Search. e
Special Ed
Status -
Seetting -
Disability -
Search
Oakenshield, Thorin A
Grade: 12 #127281759 DOB: 02/02/1997 Gender: M Select the student from the
Demographics Identities Households Relaticnships Enroliments District E SearCh ReSU|tS I|St that

Save Delete Frint Enrellment Histony Mew Mew Enrcliment History

appears to the left.

Click the Enrollments tab.

= F  14-15 Granite High Scheol
3’ 1] P 13-14 Granite High School 5
o na B 741 Rranita Hinh Grhanl PHEIAIINY Open the grade 12
& General Enrollment Information enrollment record by
Calendar Schedule {read onby) *Grade Class X . .
15-16 Granite High School Msin ¥ 2w O] clicking on the Edit Notepad
“Start Dat= MNo Show End Date End Action *Serviy .
pazzo1s [ [ ) - F: Fri icon.
“Start Status End Status
02: Continued enroliment same school, no intermuption -
Dropout Reason
Start Comments End Comments

All 12t grade students enrolled in the 15-16 school year that meet the requirements for a CTE
Concentrator should have data entered, even if they are no longer actively enrolled (including Early

Graduates).
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+ Concentrator
Student iz a Single Parent
[

Area of Concentration

Post Graduation Status.

Career Path

1®-CTE Concentrator

(Student has earned 3 unitz of CTE credit (6 semester), and is considered a CTE concentrator.)

-

Date Contacted

]

If the student meets the criteria for a
CTE Concentrator, check the box.

A student's Area of Concentration is
the program in which the identifiable
majority of CTE classes are taken.

e |[f there is no way to determine
a clear majority, only then
should the "60: Blend" option
be used.

The student’s Career Path is not
required for the 2015-16 year.

If the student has a child or shares
parenting of a child, check the Student
is Single Parent box.

Click Save. Repeat for all CTE
Concentrators.

e

8 CTE Concentrator
CTE Concentrator

Scroll down to the CTE
Concentrator section.

Open the section by clicking
on the plus (+) sign.

(Student has earned 3 units of CTE credit (6 semester), and is considered a CTE concentrator.)

Student iz a Single Parent

Area of Concentration Career Path

17: Health Sciences b

~POST Graguan SaEs,

-

Date Contacted

i

01: Agriculture
07 Businezs
0&: Marketing
20: Family and Consumer Sciences
21: Technology Educ/industrial Arts
40: Trade and Industrial

&0: Blend

The Area of Concentration reflects the courses the student is or has completed in high school,

not necessarily the field or career path they intend to pursue after high school.

Note: Career Path is not a required field for the 15-16 year.
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Index Search Help

System Administrator
Student Information
Instruction
Census
Behavior
Health
Attendance
Scheduling
Grading & Standards
Programs
Ad Hoc Reporting

User Communication

State Data Import

Select an option under “Import Type” to specify which record type you are uploading. If the file you upload contains
more than one type of record, (i.e. SD and EN records) select "Multiple Record Types™

Select an option under "Work To Perform™ to indicate how the file should be processed. There are 2 options:
Validate and Test File - Only error checking will be performed on the file. A summary report will be generated
identifying any errors that were found. No data is imported under this option.
2. Load Partial File - Data from the file will add to or update the current student record in the AIM system.
A summary report will be generated indicating the number of records that were inserted or changed. This option
should be used when updating the information on a partial ist of students.

Recent Changes:

1. Student Demographics - Field 11 (Race/Ethnicity} has been changed to a filler field and data in this filed will
no longer be imported.

2. Student Enroliments - Field 15 (No Show) has been changed to a filler field and data in this filed wil no
longer be imported.

3. Program Participation - Fields 09,10,11, and 12 (Free/Reduced Lunch, SPED Status, Part B Start Date, Part B
End Date} have been changed to filler fields and data in these fields will no longer be imported. As a result field
13 (Section 504) no longer has a validation and either ¥ or N will be imported.

4. Career and Technical Education - Fields 10,11, and 14 (Tech Prep Participant, Non Traditional Enrollee, and
Career Path) have been changed to filer fields and data in these fields wil no longer be imported.

Assessment

System Administration
FRAM

Messenger

¥ MT State Reporting

MT Data Upload

MT Extracts
TEAMS Extract
MT Transcript Extract

Import Options

Import Type Wultiple record types v

Workto Perform \rajigate and Test File

e [ Browse... | -Upluad.
Submit to Batch
or
Ml D5M5/2014 15:

45 (COMPLETE) -

-
*

Year 15-16 - School
Index Search Help
System Administrator

Student Information

* MT State Reporting
MT Data Upload
WT Extracts
TEAMS Extract

T Transaript Extract

Granite High School » Calendar 15-16 Granite High School v
T State Extracts

This tool will extrac data to complet
Format to get the file in the st
formats.
Extract Options. Select Calendars
Which calendar(s) would you like to inoluds in the report?
Extract Type Car Technical Education ¥ &)
Format csv - active year
fist by school
Generate Exiract fist by year
1516 7 ,

g

FILE UPLOAD

Extract the CTE Spring
Collection file from your
Student Information System.

From the Index, select MT
State Reporting/MT Data
Upload.

From the Import Type, select
Career and Technical
Education. From Work to
Perform, select Validate and
Test File. Browse for your file
and click Upload.

Check the Import Results
Summary for errors. Make all
necessary corrections.

Return to the MT Data
Upload and change the Work
to Perform to Load Partial
File.

Click Upload.

A CTE Spring Collection file can also be
created using MT Extracts.

CTRL-click or SHIFT-click to select multipke

From the Index, select MT State
Reporting/MT Extracts.

Choose Career and Technical Education
from the Extract Type and CSV from
Format.

Select the High School(s) and click
Generate Extract.
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Delete the first two rows (rows 1 and 2). Sort the spreadsheet if desired.

Enter a "Y" in the CTE Concentrator field for all CTE Concentrators. If the student is a single parent, enter
a"Y"in column L. Enter the student's Area of Concentration (column M).

Delete the first 2 rows (containing the 4 column headings). Format columns B and C, District and School
code, to four digits (highlight column, right click, Format Cells, Custom — in the Type field, enter 000# and
click OK). Format column M, Area of Concentration, to two digits (highlight column, right click, Format
Cells, Custom —in the Type field, enter O# and click OK). Delete the header row. Save the file as a Text
(Tab delimited) (*.txt) file.

Open the file using Notepad or WordPad. Place the cursor at the beginning of the first data row and click
enter. Return your cursor to the blank line and enter the header row (HD tab Date (format mm/dd/yyyy)
tab Time (format 00:00:00) tab MT9.1).

Click Save. Follow the upload instructions on page 4.

August 2015

A B C D E F G H 1 J K L M N o] P Q H
1 |RecordTygDistrictNurmr SchoolNui Calendarh StatelD LocallD  LastName FirstName CTEConce FILLERI0 FILLER11 StudentSi AreaOfCo FILLER14 DateCont: PostGradl Year
2 CcT 280 7 1 253771636 11279 BOLTON MICHAEL Y 2015
3 |CT 280 157 1 897517018 10745 McDonald Ronald 2015
4 |CT 280 157 1 187953224 111612 Ray Rachel Y Eormat Cells [ 52
5 |CT 280 157 1 887942321 Huxtable Denise ¥
6 |eT 230 157 1 100966093 Huxtable Theodore ¥ Number | Alignment | Font | Border | Fill [ Protection
7 CT 280 157 1 619835783 Bradbury Ray Category:
8 General a Sample
E Humber DistrictNumber
Currency
10 éciountmg Mype:
11 ate
Time ooo#
12 Percentage General -
13 Fraction
Scientific 0.00 E
14 Text # #80
15 Special # #2000
- ﬁm— 2 £20_):(2 #40)
16 ¢ #2£0_):[Red](#,#£0)
17 0.00_J; (=, #=0.00)
7 ###0,00_);[Red](###0.00)
18 i=,220 (5%, ==0)
19 §#,##0_);[Red](5#,#%0) S0
21
2 Type the number format code, using one of the existing codes as a starting point.
23
24
25
27
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Another way to create a file for
uploading CTE information is to use
the CTE Career and Technical
Education Template which is
available on the OPI AIM Webpage.

Save the template to a location of
your choice, then open the template.

Home = Reports&Data » AIM » Achievement in Montana (AIM)

Average Daily Attendance Template @
AIM File Upload Templates I CTE Career and Technical Education Template @& I

AIM File Upload Templates

Fall Attendance Template &

FRAM Import Template &

LEP Template @

Program Participation Template @
Spring Attendance Template @
Student Demographic Template &
Student Enrollment Template &

Test Window Attendance Template @

Winter Attendance Template @

Enter the data and follow the instructions on page 5 to format/save the file.

Upload the file using the instructions from page 4.

= A o - U c r e n a n L w n U - w
1 DELETE rows 1, 2, and 3 prior to saving as a text{tab delimited) file.
2 | Fieldd Field 2 Field 3 Field 4 Field Field & Field 7 Field 8 Field 9 Field 10 Field 11 Field 12 Field 13 Field 14 | Field 15 Field 15 Field 17
- . Student Post
Record District School | Calendar | Student's | Student's Last First CTE . . . Area of . Date .
5 |Tvpe €0 | Humber | Mumber | Number | StatelD | LocallD | Name | Mame |Concentrator Filler Filler Single i Filler Graduation | Year
Parent Status
4
5
6
T
g
Year | 14-15 E| School | Cascade High Schoo\E RE-SYNC DATA
Index Search Help - Batch Resync Selective Sync
* Scneaunng P
* Grading & Standaras =l ScheduleStructurs 08/28/2014 09:22:12| Processed: 0 Errors: 0| ) Set the Year to 15-16.
* Pragrams
Day
" eeRepering ; From the Index, expand
» User Communication [ StructureGradeLevel 08/28/2014 09:22:12| Processed: 0 Errors: 0 o 4 Xp
» Assessment il [ Personldentity 08/28/2014 09:22:13 | Processed: 0 Errors: 0| () SyStem Administration
* System Administration BehaviorT apege
o B G and Data Utilities. Select
» Attendance =
BehaviorResolutionType
» Auditing Resync State Data.
» Batch Queus 1 BehaviorResponseType
» Calendar ] Behavior
Check the box for
- Census 1 CensusContactSummary
» Cust i
ustom g p— Enrollment (other fields
» Data Defining Tools | . .
+ Data Inferchange s B Employment will automatically check).
¥ Data Utilities =] EmploymentAssignment
Combine Person & EmaioymentBactground Click Send Resync.
Resync State Data ] TR e e e
Student Records Transfer
[=] Enroliment 08/28/2014 09:22:13| Processed: 0 Errors: 0 O
Deactivated Elements Imp
Graduation
Synchronization Field Sett =
. August 2015
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http://www.opi.mt.gov/Reports&Data/AIM/#p7GPc1_3
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Appendix M:

Area Of Concentration

CODE NAME DEFINITION

01 Agriculture The majority of the CTE credits were earned in the study of Agriculture.

07 Business The majority of the CTE credits were earned in the study of Business.

20 Family and Consumer | The majority of the CTE credits were earned in the study of Family and Consumer
Sciences Sciences.

17 Health Sciences The majority of the CTE credits were earned in the study of Health Sciences.

08 Marketing The majority of the CTE credits were earned in the study of Marketing.

21 Technology The majority of the CTE credits were earned in the study of Technology
Educ/Industrial Arts Educational/Industrial Arts.

40 Trade and Industrial The majority of the CTE credits were earned in the study of Trade and Industry.

60 Blend CTE credits were earned in a blend of the other CTE concentrations — used only

when a clear majority is not present in any other field.

ALL AREA OF CONCENTRATION CODES REQUIRE ZERO PADDING

For further assistance, contact the AIM Help Desk at
opiaimhelp@mt.gov or 1-888-424-6681.
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https://employees.opi.mt.gov/Divisions/Measurement/AIM%20Documents/AIM%20User%20Guides/2014-15/opiaimhelp@mt.gov

